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INSTRUCTIONS

This form is used to document personnel attendance at training conducted at the Rocky
Flats Plant.

page 3 of 3

The instructor is responsible for explaining completion of the attendee information at the
beginning of each class. The attendees are to print their last name and initials, sign
their name, enter their badge number (to include RFP employee number, or if contrac-
tor, Soc. Sec. No.), and their department or company.

The instructor is responsible for completion of this form as follows:

Training Attendance Roster

1. Enter the course title and course number.

Enter the topic to be taught.

Enter the date the course begins and the date the course ends.

Enter the exact location of the training.

Print your name and telephone number/extension.

Print the name of the course coordinator and his/her telephone number/extension.

Tell the trainees to print or make sure their names are typed in the boxes; then
have the trainees sign the roster in black ink (no pencils, red ink, etc.), enter their
badge numbers or social security numbers, the company for which they work, the
Associate General Manager (AGM) under whom they work, and the building in
which they work.

8. Complete the roster and enter the total roster page number(s) and total number of
trainees attending the course.

9. Sign your name in the space provided at the bottom of the page.

NOms P

NOTE: NA (not applicable) is to be entered in blank spaces. Blank attendee lines
are to be crossed out. All completed “Course Critique” forms (originals) are to be
submitted with this form. For shift briefings and required reading, submit the
applicable procedures, readings, etc. with the attendance roster.

Send completed rosters to the Plant Training Records office.




